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Incumbent Worker Training Program 

Guidelines & Application 
 
The Incumbent Worker Training Program (IWTP) is funded by the federal Workforce Investment Act (WIA) and 
administered by the Utah Department of Workforce Services (DWS). The purposes of the Program are to:  1) provide 
grants to Utah employers to assist with certain expenses associated with skills upgrade training for their full-time 
employees, and 2) help those workers gain the skills that keep them employed and increase their wages.  The Program 
enhances workforce and economic development. Training projects funded by the Program may begin no earlier than July 
1, and end no later than June 30.  
 
Program Guidelines 
 
Applications for the Utah Incumbent Worker Training Program (IWTP) are open to employers and consortia of employers 
and partners meeting the guidelines listed below.   
 
Applicants:  

 
� Must have been in operation in Utah for a minimum of three (3) years prior to the application date in order to be 

eligible for grant funding. 
 

� Must request training for at least fifteen (15) full-time employees 
 

� Must demonstrate financial viability and must be current on all state tax obligations. 
 

� Must be in one of the Department of Workforce Services designated target industries or occupations. 
 

� Must pay family sustaining wages for their economic region. 
 

� Must have defined and accessible career ladders. 
 

� Must agree to list all job openings with DWS that result from the IWTP. 
 
� Must provide evidence of a long-term commitment to employee training and that IWTP funds will be used to 

supplement not supplant existing training efforts. 
 

� Must provide a 50% financial and/or in-kind match. 
 
Applications will be rated on a 100-point scale based on the following criteria. (An additional 5 bonus points will 
be awarded to Partnerships that provide a sustainability plan.) The scoring criteria is as follows: 
 

� Demonstrate that the training plans are based upon knowledge of the industry /occupation. Training plans must be linked to an 
overall strategy that is designed to enhance the competitive position of the participating partners. Training plans must identify 
the business and innovation strategy and the way in which the training program supports that strategy and clearly indicate 
business demand for training and education. Skill gaps must also be identified, along with potential career ladders. (Maximum 
points: 30) 
 

� Strength of the partnership, including employer and employee (or employee representation) participation, enhanced 
coordination between businesses, economic development organizations, organized labor and associations, and history of 
activities undertaken by the partnership. In addition, applications will be judged by the degree to which projects align and 
leverage resources and services to enhance the competitive position of the participating partners. (Maximum points: 25) 
 
 

� Strength of project design. Project design should support the identified business and innovation strategy and clearly 
demonstrate an effective and timely training strategy. Applications will be judged based on the degree to which the expected 
outcomes improve overall business competitiveness, increase business revenues and worker earnings. Projects may also 
offer educational/training that provides credits or industry recognized credentials. Where possible, links to Utah’s institutions of 
higher learning and community colleges should be demonstrated. (Maximum Points: 30) 
 

� Budget is reasonable and effectively tied to project goals with evidence of leveraging additional resources. (Maximum points: 
15) 

 
� Bonus points will be awarded to applicant(s) that provide a sustainability plan for the partnership and the training. (Maximum- 5 

bonus points.) 

     



 

 
Training Services: 
 

� Can be provided through Utah’s public or private educational institutions, private training organizations, trainers 
employed by the business, or a combination of training providers. Private postsecondary institutions and private 
training providers may be utilized only upon a review that includes, but is not limited to, accreditation and 
licensure and prior approval by the Department of Workforce Services. 

 
� Can be conducted at the employer’s place of business, at the training provider’s facility, or at a combination of 

sites. 
 
 

 
Reimbursable Training Expenses: 
  
� Instructors’/trainers’ salaries  

 

� Curriculum development 

 

� Textbooks/Manuals  

 

� Assessment, testing or certification fees 
 

� Trainees’ wages 
Non-reimbursable Training Expenses: 

 
� Purchase of capital equipment 

 
� Purchase of any item or service that may be 

used outside of the training project 
 

� Travel expenses of trainees 
 

 
 

 
 
 
 
 
 

 
 
 
   

     



 

 
 

Grant awards: 
 

� Businesses approved for funds enter into a contract with the DWS, which commits the business to complete the 
training project as proposed in their application. 

 
 
� Any business approved for an IWTP grant award, that is a recipient or sub recipient of Federal funding  

of $300,000 or more in a fiscal year, will be required to furnish an independent financial and compliance audit.  
The company is responsible for the cost of the audit, and IWTP funds cannot be used to cover these costs. 
 

� Approved budget items are reimbursed upon presentation of adequate documentation of the training and 
evidence that the training expense incurred has been paid. 

 
� Businesses provide a matching contribution to the training project.  Businesses will be required to provide a 

minimum of 50% of the requested direct training costs, i.e. instructors’ wages/tuition, curriculum 
development and textbooks and manuals.  

 
� Business will keep accurate records of the project’s implementation process and certify that all information 

provided for the purpose of requesting reimbursements and reporting training activity is accurate and true. 
 

� For performance tracking measures, businesses are required to submit specific information for employees 
participating in training activities which includes, but is not limited to, trainees’ names, social security numbers, 
dates of birth, races, wages, etc.   

 
� Businesses submit monthly or quarterly reimbursement requests with required support documentation. 
 
 
Project Completion: 

 
� With the high demand and limited funding available, all applications will be evaluated to leverage other state, 

federal and private funds with IWTP funds.  
 
� All grant projects shall be performance based with specific measurable performance outcomes -- including the 

completion of the training project and number of employees trained. 
 
� Final payment for businesses receiving IWTP grants will be withheld until the final report is submitted and all 

performance criteria specified in the grant have been achieved. 
 

� Businesses shall provide sufficient documentation to the Department of Workforce Services for identification of all 
employee participants for calculation of performance measures required by WIA, and any other outcomes 
deemed pertinent by the grant administrator.  

 
� All training must be completed no later than June 30 of the same fiscal year as begun.  

 
 

 
Application Instructions 
 
Detach and complete the attached IWTP application. Any information or documentation that cannot be supplied in the 
provided space should be identified by the relevant question number and attached to the back of the application form. 
Submit one original and three (3) copies of the signed completed application to you local Department of Workforce 
Services, Workforce Development and Information Division, 140 East 300 South in Salt Lake City.  
 
If you have any questions or need assistance in completing the application, please contact Stephen Maas, IWT Program 
Administrator, Department of Workforce Services at 801-526-9363 or email:  smaas@utah.gov  
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